PARENTS AS PARTNERS
CGS PARENTS & FRIENDS HANDBOOK

THE FUNDAMENTAL PURPOSE OF CGS
IS TO PROVIDE A POSITIVE LEARNING
ENVIRONMENT THAT VALUES AND
ENGAGES STUDENTS; EMPOWERING THEM
TO ATTAIN HIGH LEVELS OF ACHIEVEMENT
AND TO MAKE CONTINUAL PROGRESS.

INTRODUCTION

PURPOSE OF THE HANDBOOK

The Canberra Grammar School Parents and Friends Association (CGS P&F) works with the School
-- alongside the School’s sporting associations, CGS Foundation and other groups -- to augment the
community life and opportunities for students, parents and community members alike. The CGS P&F
recognises the enormous goodwill, effort, time and generosity committed by volunteers and the broader
School community, and seeks to ensure that such support has optimum effect through application of
the aims and principles outlined in this Handbook.

This Handbook is to guide the shared goals, fundamental purpose and effective operational interaction
of the CGS P&F and School. The Handbook is intended to support the functions of the CGS P&F, and
sits alongside, but outside the Constitution, which necessarily governs CGS P&F membership, executive
roles, meeting procedures, financial management and compliance requirements. The Charter also
seeks to facilitate continuity of shared objectives, practices and understanding in an area of School
life, that by nature, is characterised by the regular turnover of people involved with the CGS P&F.
The aim of the CGS P&F is to:

PROVIDE ACCESS
TO INFORMATION
& SERVICES THAT
SUPPORT PARENTING

1.

Build a warm, welcoming and supportive School community.

2.

Support the School in accessing the expertise, experience, enthusiasm, diversity and input
of a vibrant community.

3.

Support the School in raising funds to augment School projects and facilities. This includes
coordinating the sustainability of fundraising across the School’s parent associations and/or
directing the resources of the CGS P&F Levy and/or actively fundraising for projects.

This aligns with the CGS Sporting Associations, whose purposes are to:

DRAW
ON PARENTAL
EXPERTISE
& TIME

DEVELOP
PARENT & CARER
SUPPORT
NETWORKS

1.

Build a warm, welcoming and supportive School sporting community.

2.

Support the School in accessing the expertise, experience, enthusiasm, diversity and input
of a vibrant community.

And the CGS Foundation, whose purpose is:
1.

PROVIDE AVENUES
FOR CONSTRUCTIVE
FEEDBACK &
CONSULTATION
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To give our students much more than can be achieved by fees and funding alone. It exists to
provide the School with enduring financial capacity, to grow the opportunities that we can offer to
talented young men and women through our scholarships programme, and to fund the continual
renewal of our outstanding campus and facilities.
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AIMS OF THE CGS P&F:

AIMS OF THE CGS P&F:

TO BUILD A WARM,
WELCOMING &
SUPPORTING SCHOOL
COMMUNITY

TO SUPPORT THE SCHOOL
IN ACCESSING THE
EXPERTISE, EXPERIENCE,
ENTHUSIASM, DIVERSITY
& INPUT OF A VIBRANT
COMMUNITY
The parents and friends of CGS come from a range of backgrounds, possess a large range
of skills, expertise, and experience that can help supplement our children’s education by making
them ready for the world, by:
1.

Facilitating students’ access to the professional and educational experience and expertise
of the School community through, for example, careers advice and the CGS P&F Mock Interviews,
work experience and mentoring

2.

Facilitating opportunities for parents to engage with the professional experience and expertise
of the School community through, for example, community information and education sessions
or speaker series

• Supporting the School and Foundation in the operation of community-building events,
such as the Welcome Picnic, CGS Fete, Foundation functions, School Dinners, etc

3.

• Proposing and planning CGS P&F-driven community building activities in conjunction with the
School’s Community Development Office and as a part of the School’s annual planning cycle,
including events like the CGS P&F Mock Interviews, or other approved special events

Enhancing the School’s capacity to achieve its strategic objectives by facilitating access to the
experience, expertise and resources of the School community

4.

• Coordinating with other School entities (such as the sporting associations, CGS Alumni,
CGS Foundation, and CGS Community Development Office) to support planned events,
community activities, and fundraising; and

Coordinating across the varied interests and activities of co-curricular and other parent
associations to ensure that the work of specific groups may be advanced in a way that is
sustainable to all; and

5.

Providing opportunities and avenues for the School to seek feedback on and input to School
operations and initiatives on a regular basis and as matters arise.

CGS prides itself on having a warm, welcoming and supportive School community. The CGS P&F
supports and underpins many of the significant School events throughout the year and helps the
School create a thriving community by:

• Providing opportunities for social interaction between parents and friends of the School
and for welcoming new parents into the School.
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AIMS OF THE CGS P&F:

TO SUPPORT THE
SCHOOL IN RAISING
FUNDS TO AUGMENT
SCHOOL PROJECTS
& FACILITIES
The CGS P&F greatly assists in coordinating the sustainability of fundraising across the School’s parent
associations and directing the resources of the CGS P&F Levy and/or actively fundraising for projects.
The CGS P&F assists the School in this way by supporting:
1.

Foundation campaigns for scholarships and campus development

2.

Projects that enhance the educational life and opportunities of the School beyond the core
curricular and co-curricular resourcing priorities and capacities of the School; and

3.

Projects that enhance the facilities and resources of the School beyond the core curricular and
co-curricular resourcing priorities and capacities of the School.
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PRINCIPLES UNDERPINNING EFFECTIVE
FAMILY-SCHOOL PARTNERSHIPS

CLASS REPRESENTATIVE ROLES
& GUIDELINES 2022

Taking our lead from the work of the Australian Primary Schools Mental Health Initiative, Kids Matter,
the CGS P&F believes the provision of a positive learning environment is enriched through the CGS P&F’s
commitment to actively maintain collaborative working relationships with parents and carers.

Introduction

The principles that underpin effective Family-School partnerships include:
• The best interests of children’s learning and development are paramount
• Respectful relationships are foundational

At Canberra Grammar School the Class Representative role is to help build and nurture a class, year
level and whole School community, and provide connections, support, and networking opportunities for
our families.
To do this, the Class Representative will:
1.

Welcome new families to the class, either through an email (if this information is able to be
shared) or personal contact at the School

2.

Include the teacher in messages that are sent to the class group

3.

Respect privacy by BCC contact list when emailing the class

4.

Confidentially maintain the class contact list without sharing or distributing contacts. Parents can
update their details on CGS CONNECT > SCHOOL ACCOUNT > CLASS CONTACTS to share with their
child/ren’s class parents if they choose to do so. This information is not to be copied and distributed.

• Provide opportunities for families to extend their support networks.

5.

In addition, the School seeks to draw upon the expertise of parents and to provide avenues
for two-way information exchange and feedback.

Direct everyone to the newsletter or suitable avenue of communication for published information
on events, dates etc

6.

Send out save the dates and call for volunteers if needed for class activities/excursions as
requested by the teacher and/or School

7.

Organise staff gifts at the end of the year as appropriate

8.

Organise social events for the class as required. Please include the School approved caveat that
This event is not a CGS endorsed or sanctioned event. It is organised by parents for parents

9.

Direct parents to the correct path for feedback in the case of complaint, concern or other
feedback; and

• Parents and carers are recognised as the first and continuing educators of their children
• Parents and teachers support children best by working together; and
• The School, health and community agencies work together with families.
Through active collaboration, the School also seeks to:
• Encourage parental involvement in the learning environment
• Facilitate access to information and services that support parenting; and

10. Ensure that your WWVP card is current.
Process of appointment:
1.

The school will advertise for calls for interested Class Reps

2.

The parent can either nominate themselves directly to their classroom teacher or forward their
names to the Director of Students who will appoint in conjunction with the class teacher, based on
considerations such as:
»» School involvement
»» Past parent representative experience
»» Availability

3.
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There then will be an induction meeting run by the School to go through the roles and responsibilities.
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CGS P&F COMMITTEE STRUCTURE

EXECUTIVE
COMMITTEE MEMBERS

ORDINARY
COMMITTEE MEMBERS
SENIOR SCHOOL REPRESENTATIVE

PARENT REPRESENTATIVES & INTERACTING
WITH THE SCHOOL
Parent Representatives should encourage families to use the School website, CGS Connect, and to
read the Weekly Updates sent by the Head of Primary School and Head of Senior School. Should a
Parent Representative be approached by another parent with a concern, in the first instance the Parent
Representative should encourage them to contact the Class Teacher or HoSH. Parent Representatives
are welcome to attend CGS P&F meetings, although this is not a requirement. The are also encouraged
to liaise regularly with their Class Teacher or HoSH.

VICE-PRESIDENT SENIOR SCHOOL
PRIMARY SCHOOL REPRESENTATIVE
VICE-PRESIDENT PRIMARY SCHOOL
PRESIDENT

NORTHSIDE REPRESENTATIVE
SECRETARY
BOARDING REPRESENTATIVE
TREASURER
SENIOR SCHOOL HOUSE REPRESENTATIVES (10)

EVENTS & CALENDAR PLANNING
Through the Community Development Office, the School develops a comprehensive events and
community engagement programme, which is planned in consultation with key stakeholders from
around the School. Due to the size and complexity of CGS, these events are planned in the year prior,
and published on the School’s official calendar – CGS.ACT.EDU.AU/COMMUNITY/EVENTS
The School’s success at planned events is only possible with the support of the CGS P&F. Each year
the School will share with the CGS P&F their planned calendar of events, giving the opportunity for
collaboration and deliberation, taking into account logistical, safety, and legislative considerations.
For all CGS endorsed or co-branded School events, the Community Development Office should
be liaised with to see where support can be offered, and to assist with any advice on logistics
(eg calendar planning).

PRIMARY SCHOOL CLASS REPRESENTATIVES (9)
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SAFETY & LEGISLATIVE CONSIDERATIONS

Volunteers at CGS

Parent Representatives need to be aware of the operational requirements of the School, and the
legislation that surrounds the environment in which the School functions.

Volunteering can be a rewarding experience through which the more you give the more you get;
skills, experience, friends, or the feeling of knowing that your contribution has made a positive
difference to the Community. Because we value what you bring, we must regulate the process and
be sure the systems in place are for the good of all – the children, the School and the volunteers.

Considerations include, but are not limited to:
•
•
•
•
•
•

Creating a safe School culture
Volunteers at CGS
Working with Vulnerable People registration
Class communications
Photography; and
School endorsed events and social gatherings.

CGS has established a set of guidelines for all volunteers, including members of the CGS P&F.
To be a volunteer the School requires you to read and acknowledge the Guidelines for Volunteering
at CGS (included as a part of CGS Policy sign-off).
CGS P&F members should also be aware of the CGS P&F Consistituion, which can be found on
CGS CONNECT > CGS COMMUNITY > P&F

Creating a safe School culture

Working with Vulnerable People (WWVP) registration

In addition to ensuring that all volunteers are aware of our guidelines, the CGS P&F is committed to
supporting the School in providing education and care for children and young people, and to assist the
School in developing high-achieving supported students, positively connected to each other and the
communities in which they live and serve.

All Class and House Representatives, and all volunteers, are required to hold a valid Working with
Vulnerable People (WWVP) card.
WWVP registration for volunteers is free of charge and can be obtained through the Access Canberra website.

The CGS P&F also supports the School in ensuring the safety, welfare and wellbeing of all children and
young people at the School and is dedicated to protecting them from abuse and grooming.

The School is required to record the details of the WWVP card and to upload a copy. Class and House
Representatives can complete this through the Annual Student Data Check Form or by completing the
Volunteer Acknowledgment Form.

CGS has a zero tolerance for child abuse, and regards its child protection responsibilities with the utmost
importance. As such, the School, supported by the CGS P&F, is committed to providing the necessary
resources to ensure compliance with all relevant child protection laws and regulations to maintain safe
and supportive physical and online school environments for all children and young people.

Class communications

It is therefore a requirement of CGS P&F Representatives and all volunteers that they are aware of the
policies supporting a safe school environment.
They will be required to read and acknowledge the following policies:
•
•
•
•
•
•

Staff and Student Professional Boundaries
Child Safety Code of Conduct
Statement of Commitment to Child Protection
Acceptable Use of Technology
Parent Code of Conduct; and
CGS P&F Constitution.

Due to Privacy Legislation and the need to protect Personal and Confidential Information, the distribution
of Class or House contact lists does not occur. Using the School Account and Timetable/Reports/Contact
Lists tab on CGS Connect, parents are able to register to have their personal contact information visible
to other members of their children’s classes. This information is not to be copied and distributed by Class
or House Representatives.

Photography
Privacy Legislation restricts the taking of photos and movie footage of students who have not given
permission to have their images used. The School obtains permission for the use of student images
on an annual basis. Should Class or House Representatives wish to take photos or movies of students
at CGS endorsed events, the Class or House Rep is to discuss with the Class Teacher or HoSH to
ensure all students have relevant permission.
The Parent Code of Conduct reminds all parents that the taking of photos and movie footage of
students should be restricted as much as possible to their own children.
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School endorsed events and social gatherings
Under the Workplace Health and Safety Legislation, the School has a legal obligation to ensure the
safety of all participants at School endorsed events. As such, all School endorsed events are subject
to planning and risk assessment processes to ensure the event runs safely and successfully.
Any event that is coordinated by the CGS P&F is considered a School endorsed event and is subject
to the same planning and risk assessment processes. CGS P&F School endorsed events are to be
coordinated with the Community Development Office, HoSH or the relavant Primary School Campus
Director and are to be scheduled into the School Calendar to ensure planning and approval processes
are met.
In addition to School endorsed events, the CGS P&F recognises that groups of parents and
their children will get together outside of School hours to socialise. These are considered social
gatherings and not School endorsed events. They are not to be communicated to parents via School
communication methods or badged as being a School event. If in doubt, please contact the Head of
Primary or Senior School for clarification.

CGS P&F LEVY & FUNDING
The CGS P&F Levy is billed annually by the School and assists with the CGS P&F’s capacity to
support various projects and initiatives.

GETTING INVOLVED
If you would like to get involved with the CGS P&F,
we warmly invite you to:
1. TAKE PART IN THE WORLD OF THE CGS PARENTS
& FRIENDS OR SPORTING ASSOCIATION
2. GET INVOLVED WITH OUR CGS ALUMNI COMMUNITY
3. ATTEND SPECIAL CGS FOUNDATION EVENTS
THROUGHOUT THE YEAR
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CONTACT US
For more information on volunteering, you can contact the CGS P&F
Association at p&f@cgs.act.edu.au or the Community Development
Office at community@cgs.act.edu.au or on +61 (2) 6260 9606.
For current CGS families, can also be found on:
CGS CONNECT > CGS COMMUNITY > P&F
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40 Monaro Crescent,
Red Hill ACT 2603
T +61 (2) 6260 9700
E community@cgs.act.edu.au
CGS.ACT.EDU.AU
CRICOS Provider No 00580G

